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PART  I 

FII^INQS  AMD  EEC OMMEMDAT IONS 

FOREWORD-.  DEFINITION  OP  PROCUREMENT 

Procurement  J,  in  business  or  government,  signifies  the  management 
of  supplies  aooording  to  th®  needs  of  the  operating  departments.  It 
is  an  over-all  eonoept,  not  merely  the  ftinetion  of  buying.  Procure- 
ment can  here  be  defined  as  the  function  of  getting,  and  having  on 
hand  when  needed,  material  or  certain  services,  with  due  regard  to  the 
necessity,  price  and  quality,  While  this  definition  does  not  Include 
construction  contracts,  it  does  include? 

Purchasing  or  renting 

Receiving 

Inspecting  and  testing 

Accepting  or  rejecting 

Storing 

Distributing  supplies,  materials 

and  equipment 
Salvaging  surplus  or  obsolete  stocks 
Maintaining  records  =. 

Proper  procurement  also  includes  adequate  Inventory  controls 
and  accounting  procedures. 

The  significance  of  good  purchasing  is  well  express  in  the  words 
of  a  bulletin  of  the  Connecticut  Health  Department.  The  Department 
advises  the  taxpayer  thatj,  to  stretch  his  personal  dollar,  he  should  - 
"buy  in  season,  read  the  labels,  buy  by  weight,  shop^ in  less  crowded 
hours <,"  The  State  could  well  be  guided  by  its  own  advice, 

A   good,  over-all  procurement  job  on  the  governmental  level  re- 
quires! using  simple  but  adequate  specifications i  determining  and 
forecasting  the  requirements- with  reasonable  accuracyi  going  into  the 
market  at  the  best  tiraei  obtaining  sound  competition  among  responsible 
blddersj  possessing  a  good  knowledge  of  the  commodities  being  procured, 
particularly  how  to  obtain  such  commodities  at  the  best  possible  pricesj 
maintaining  careful  inspection  and  testing  facilities j  and  operating 
a  well-organized  stores  and  distribution  system.  Except  for  a  few 
situations -Wjjere  the  complete  Job  is  centralized  in  one  department,  it 
is  customary  to  find  parts  of  the  procurement  activity  decentralized,  a 
condition  which  calls  for  effective  administrative  coordination.  This 
is  true  even  in  agencies  that  are  generally  referred  to  as  out- 
standing examples  of  centralized  purchasing, 

FINDIMGS 

GENERAL  DESCRIPTION  OF JfKE  PRESSM.'  ORGANIZATION  FOR  PROCUREMENT 

The  Supervisor  of  Purchases  exercises  two  major  functions.  First, 
he  advertises  and  wards  contracts  for  supplies,  materials  and  equip- 
ments and  second^  he  authorizes  the  purchase  of  these  items  by  the 
using  agencies. 

At  the  present  time,  the  State's  purchasing  activity  is  theoreti- 
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cally  centralized!  actually,  it  is  almost  completely  decentralized. 
Even  the  contracts,  which  are  advertised  at  public  letting  by  the 
Supervisor  of  Purchases  and  awarded  by  him,  are  subject  to  the  wishes 
of  the  agencies  to  such  an  extent  that  the  contracts  themselves  state 
that  no  deliveries  are  to  be  made  unless  or'ders  are  issued  by  the 
agencies.  This  means  that  the  central  office  is,  in  effect,  simply  a 
price-getting  organization^ 

Within  the  present  statute,  the  department  can  be  changed  from  a 
price-getting  to  a  procurement  office,  for  the  law  gives  the  Super- 
visor the  power  to  prescribe  the  methods  of  purchasing,  inspecting  and 
storing  supplies,  materials  and  equipment.  It  also  gives  him  the  power 
of  advertising  and  awarding  contracts  and  makes  mandatory  his  handling 
of  all  transactions  in  excess  of  $1000,  Although  some  raodifications  of 
the  law  would  be  helpful,  much  can  be  done  by  administrative  action  to 
improve  procurement  practices  <> 

With  respect  to  the  advertising  and  awarding  of  contracts,  there 
are  too  few  buyers,  and  they  are  only  partly  trained.  At  present, 
there  is  no  one  on  the  staff  who  is  properly  trained  in  the  prepara- 
tion of  sound  specifications. 

As  to  supervising  the  purchases  made  by  the  agencies,  an  effort 
is  made  to  scan  the  hundreds  upon  hundreds  of  requests  that  come  in 
each  week  for  authorization.  However,  when  it  is  remembered  that  Ahe 
buyers'  own  actual  purchasing  work,  if  properly  done,  is  really  more 
than  a  full-time  desk  Job  for  each  one,  and  that  they  spend  much  time 
in  the  field,  it  becomes  apparent  that,  under  the  present  circumstances, 
very  little  can  be  expected  in  the  way  of  supervision  of  the  purchasing 
work  of  the  agencies.  Furthermore,  the  buyers  are  so  handicapped  by 
the  absence  of  a  well-developed  price-record  system  that  they  can  do 
only  a  mediocre  job,  at  best.  Requisitions  or  ordei-s  do  not  always 
indicate  whether  they  are  placed  against  contracts  previously  made,  so 
that  it  is  impossible  to  tell  whether  an  established  price  should  be 
used  or  new  prices  obtained » 

There  is  no  record  in  either  the  Supervisor's  or  the  Comptroller's 
office  showing  when  such  contracts  have  been  completely  filled.  The 
contract  procedure  is  further  complicated  by  a  statute^  that  requires 
the  Comptroller  to  withdraw  the  funds  for  such  contracts  with  the  end 
of  the  fiscal  year,  thus  cancelling  the  contracts.  This  is  done  with- 
out the  knowledge  of  the  vendor,  who  presumably  might  deliver  later, 
only  to  find  there  were  no  funds  to  pay  him«  However,  this  situation 
Is  not  likely  to  develop  because  the  agencies  merely  recertify  the  can- 
celled portions  of  the  contracts  as  obligations  against  the  effect  upon 
both  budget  fox'ecasting  and  budget  control. 

The  accompanying  organization  chart  (Exhibit  I)  shows  how  the  func- 
tions are  purportedly  distributed,  at  present,  among  the  staff  of  the 
Supervisor's  office.  The  largest  single  buying  units  among  the  agencies 
are  in  the  Highway,  Welfare  and  Education  Departments  and  at  the 
University.  However,  as  noted  later,  in  none  of  these  nor  in  any  of  the 
other  agoncies  or  institutions  have  we  found  any  individual  qualified 
as  a  buyer  by  civil  service  examination.  ____. 

1  General  Statutes,  Title  II,  Chapter  II,  Section  24l. 
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Our  field  study  Included  the  storage  and  distribution  of  supplies 
by  many  of  the  agencies,  the  lack  of  modem  storeskeeping  equipment  re- 
sults in  great  waste  of  manpower,  particularly  where  the  services  of  in- 
stitutional Inmates  are  not  available  and  the  work  is  done  almost  entire- 
ly by  civil  service  employees.  There  are,  on  the  payroll  of  one  institu- 
tion, at  least  a  dozen  men  now  being  used  in  the  storehouse  who  could  be 
transferred  to  other  work  simply  by  the  introduction  of  a  few  thousand 
dollars'  worth  of  modem  storeskeeping  equipment. 

In  general,  the  agencies  depend  upon  a  system  of  perpetual  inventory 
as  a  means  of  controlling  quantity.  The  system  In  uae  is  relatively 
good;  but  we  noted  a  considerable  quantity  of  dead  or  obsolete  stock  and 
found  no  attempt  being  made  to  transfer  it  to  other  agencies  which  might 
use  it,  Th©  amount  of  money  tied  up  in  inventory  could  be  substantially 
reduced. 

One  outstanding  picture  of  poor  storeskeeping  is  to  be  seen  on  the 
basement  and  ground  floors  of  the  State  Office  Building.  There,  the 
agencies  operate  stockrooms  occupying  more  than  10,000  square  feet,  as 
contrasted  with  the  370  square  feet  assigned  to  the  Comptroller's  one- 
room  stockroom.  These  agency  stockrooms  carry  stationery  supplies  of 
the  same  nature  as  the  Comptroller's  plus  items  of  specialized  printing 
needed  for  their  departmental  activities.  However,  since  the  Cheshire 
Reformatory  is  the  source  of  the  great  bulk  of  printing  for  all  of  the 
agencies,  it  would  appear  more  economical  to  carry  the  bulk  of  the  stock 
at  that  location  and  bring  it  into  the  much  more  valuable  and  expensive 
space  in  Hartford  on  an  "as  required"  basis. 

At  present.,  the  Comptroller  carries  in  his  stockroom  both  printed 
matter  and  general  office  supplies;  but  in  view  of  the  inadequacy  of  his 
stock  and  the  duplication  of  the  items  of  general  office  supplies  in  the 
other  storeroomsj,  this  practice  shouldbe  discontinued.  Until  th©  law  is 
changed  and  ail  stocks  are  placed  under  a  general  stores  system  in  a 
new  Department  of  Purchase,  as  proposed  in  this  report,  the  Comptroller 
should  limit  his  stock  to  printed  stationery.  As  much  of  that  as 
possible  should  be  left  at  the  source—Cheshire  or  elsewhere — to  be  de- 
livered directly  to  the  departments  as  they  requii:^  itj  all  records,  how- 
ever, should  be  kept  by  the  stockroom  as  at  present.  In  other  words,  the 
Comptroller  should  go  out  of  the  miscellaneous  stationery  and  supply 
business  as  soon  as  possible,  thus^  in  effect,  centralizing  it  in  the 
purchasing  office  even  under  the  present  laws, 

RESUME  OF  THE  PROCUREMENT  SYSTEM. 
CONTRASTED  WITH  GOOD  PRACTICE 

During  th©  survey  of  Connecticut's  current  pa?ocurem®nt  practices, 
the  project  staff  has  found  numberous  departures  from  the  ideal ^  as  set 
forth  briefly  in  the  followings 

What  a  Good  Procurement    What  Has  Been  Found  in  Conneotleutt 
System  Req|uires: 

1.  Well-developed        .1,  Relatively  few  spec if loat ions  are  used; 
specifications  most  pua?ehases  are  made  on  the  basis  of 

brand  name  or  inadequate  description. 
Some  specifications  in  use  are  poorly- 
drawn;  some  contain  ambiguous,  ineonsist- 
ent,  inaeeurate,  incomplete,  or 
irr®levsnt  matter. 
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2. 


Careful  determination 
of  need  and  eonsollda- 
tlon  of  requiremants 


5o 


Aetiv®  competition  among 
responsible  bidders. 


A  thorough  knowledge  of     4. 
commodities  and  markets 
including  trade  customs. 
(This  involves,  among 
other  factors,  knowing 
the  various  price  levels 
at  which  quantitjf^isoouuts 
prevail  and  knowing  what 
constitutes  "broken  lots," 
in  order  to  determine  the 
most  economical  purchases.) 


Clearly  written  purchase  orders 
that  contain  all  pertinent  in- 
formations continuing  efforts 
to  hold  number  of  03?ders  to  a 
minimum 


For  some  items  bought  regularly, 
forecasts  of  quantity  are  well 
estimated  by  the  agencies  and  by 
the  Supervisor  of  Purchases,  How- 
ever, there  is  no  advance.  This 
great  mass  of  items  is  purchased, 
agency  by  agency,  in  small  lots 
at  near  retail  prices,  on  almost 
a  day-to-day  basis,  as  the  need 
for  the  items  becomes  apparent. 
Thousands  of  small  orders  (in 
amoiints  of  $25.00  or  less)  are 
placed  by  the  agencies  without  the 
supervision  of  the  Supervisor; 
many  of  them  range  in  value  from 
only  a  dollar  or  two,  down  to  a 
low  limit  of  ten  cents. 

Millions  of  dollars  worth  of  sup- 
plies are  purchased  each  year  with 
only  the  most  meager  competition. 
Of  the  remaining  millions  spent 
through  the  Supervisor's  office  on 
competitive  bids  at  public  letting, 
the  method  of  detei'mining  the  res- 
ponsibility of  bidders  is  very  poor. 
There  is  no  organized  system  for 
this  determination. 

In  the  Supervisor's  office,  four  of 
the  five  buyers  came  through  the 
Civil  Service,  but  their  buying 
does  not  give  evidence  of  the  "know 
how"  which  results  from  adequate 
training  and  knowledge  of  commodi- 
ties and  trade  practices,^ 
In  the  agencies,  there  are  no  buyers'.' 
The  purchasing  there  is  done  by  the 
business  managers  or  clerical  staff, 
whose  knowledge  of  commodities  is 
chiefly  tho  result  of  ingrown 
agency  ejqjerlence. 

5,  Purchase  orders  are  poorly  phrased, 
non-descriptive  and  frequently  lack 
facts  essential  to  proper  under- 
standing. Thousands  of  unnecessary 
orders  are  written. 


For  detailed  description  of  lack  of  "know  how"  in  purchase  of  various 
commodities,  see  Sections  V  and  VI,  Supplement  to  Interim  Report  of 
Survey  Unit  15a,  dated  October  3,  1949. 
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A  well-organized  inspection 
and  testing  program,  with  pro- 
per measuring  tools  and  with 
inspectors  who  are  as  compe- 
tent in  their  field  as  the 
buyers  are  in  theirs,  (Lax  in- 
spection can  nullify  a  good 
purchasing  jobj  it  can 
destroy  competition.) 


6. 


To  A  well-run  stores  system,  as  an  7< 
aid  in  determining  standards, 
(It  can  make  possible  better  pur- 
chasing through  the  pooling  of 
requirements  and  establishment 
of  grades  that  are  sufficient, 
but  neither  too  good  nor  too  ex- 
pensive for  the  purpose  intended.  It 
can  insure  a  more  uniform  ser- 
.  vice  to  using  agencies o  Whgn 
"'  there  is  a  well^rtui.  stores  system, 
many  miscellanediis  small  purchases 
can  be  eliminated,  achieving  an 
appreciable  saving  in  paper  work 
alone.  The  stores  system  should 
eliminate  all  "dead  stock," 


There  is  no  organized  inspection 
service.  One  food  inspector  is 
attached  to  the  Purchasing  Di- 
vision. The  buyer  of  foods  also 
serves  as  a  part-time  inspector. 
Other  buyers  often  leave  the 
office  to  view  the  purchased  ma- 
terial. This  adds  to  their  edu- 
cation; but  an  awkward  situation 
is  created  by  permitting  these 
men  to  inspect  what  they  have 
bought,  instead  of  having  their 
purchases  checked  by  other  com- 
petent persons*  Errors  can 
easily  be  hidden « 

Laboratory  tests  are  seldom 
mad©  except  for  engineered  tech- 
nical products. 

Inspection  in  the  agencies, 
such  as  it  is,  is  generally  done 
by  receiving  clerks  or  foremen, 
frequently  persons  not  techni- 
cally qualified  to  Judge  the 
commodities.  The  result,  in 
most  cases,  is  that  the  inspec- 
tion becomes  mei^ly  a  count  of 
the  number  of  pieces  or  pounds 
received,  with  but  little  atten- 
tion to  the  quality.  Established 
U,S,  grades  or  trade  gradings 
are  almost  entirely  over-looked 
in  both  buying  and  inspecting. 

There  are  two  so-called  central 
storehouses 6  One^  operated 
through  a  small  revolving  fund, 
is  for  staple  foods,  textiles 
and  general  merchandise,  housed 
in  scattered,  inadequate  space  at 
Wethersf ield  Prison  (inventory 
value  $38,074.84).'  The  other  is 
the  Comptroller's'  stockroom  (in- 
ventory value  $8, 031  ,'57 )  in  the 
State  Office  Building  ii  It  is  a 
small,  one  room  unit  entirely  in- 
adequate for  its  purpose,  which  is 
to  furnish  statiohe^ry  to  all  de- 
partments in  Hartford, 

Many  of  the  agencies >  particu- 
larly the  institutions,  operate 
storehouses!  but  there  is  no  un- 
iformity with  respect  to  either 
the  procedures  followed,  or  the 
type  of  equipment  used  for 
materials 
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It  should  operate  under  an 
adequate  revolving  fund 
which,  generally  speaking, 
should  permit  a  quarterly 
turnover  of  the  inventory,) 


A  well-lanned  program 
for  the  salvage  and  dis- 
posal of  surplus  or 
obsolete  material* 


handling.  Equipment  consists  merely 
of  various  antiquated  hand  trucks, 
with  no  evidence  of  the  mechanization 
which  could  effect  large  savings. 
Some  stock  is  piled  manually  on  the 
floor,  higher  than  a  man's  reach, 
in  a  hazardous  and  time-consuming 
raannero 

Many  of  the  institutional  store- 
houses are  in  rooms  that  happen  to 
be  available  and  unusable  for  other 
pui^osese  Some  are  damp,  dark  or 
otherwise  insanitary.  There  are 
only  a  few  storerooms  that  can  be 
considered  good  or  efficient «  The 
inventory  value  in  the  agency  stores, 
according  to  the  Comptroller's  office 
was  in  excess  of  $3*000,000  during 
the  fiscal  year  ending  June  30,  1949. 

The  system  used  in  Connecticut  is 
hit-or-mlsss  A  useless  article  might 
be  carried  on  inventory  for  years. 

If  an  agency  reports  an  item  to  the 
Supervisor  of  Purchases  as  surplus  or 
obsolete,  arrangements  are  made  for 
its  sale.  However,  during  an  entire 
year,  only  $200,000  In  revenue  was 
produced  through  sales  by  the  Super- 
visor, and  of  this,  85  per  cent  came 
from  the  sale  of  obsolete  motor 
vehicles. 


9«  A  good  system  ©f  records.   9. 
(This  will  include  those 
records?  1)  necessary  for  , 
control  of  work  flow j  2)  con- 
taining inforraation  of  prices 
paid  previously!  and  3)  pt=e- 
sentlng  data  regarding  prior 
experience,  adequate  for  fore- 
casting requirefiients ;  etc. 
Maintenance  of  a  good  records 
system  requires  use  of '  the 
best  possible  a?ecord-keeping 
and  utillzatioh- techniques . J 


The  records  syst;era  is  inadequate  and 
incomplete.  Data  essential  to  good 
control  exist  in  the  form  of  the 
original  papers,  but  the  summary 
records  necessary  to  make  these  data 
of  value  to  management  are  lacking: 
viz.,  the  Supervisor  does  not-keep 
records  of  viurchase  orders  issued; 
the  agencies  do  not  consistently 
distinguish  be-tween  purchase  orders 
Issued  against  contracts  and  those 
placed  against  open  market  bidsi  etc. 
Tabulating  equipment  in  the  Comp- 
troller's department  is  not  coordin- 
ated with  purchasing.  Data  of  value 
in  forecasting  requirements  is  not 
placed  on  tabulating  cards. 
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10.  An  adequate,  competent  and    10,  The  Supervisor's  office  is  un- 
well-trained staff,  with         dermannedj  the  staff  lacks  train- 
suitable  accommodations  of        ing.  There  are  too  few  buyers, 
space  and  other  facilities,       no  engineering  or  specif ioiations 

personnel  and  insufficient  in- 
spectoral staff.  The  space 
alloted  to  this  office  is  scat- 
tered and  insufficient.  There 
are  no  established  bid  or  sample 
rooms,  nor  quarters  for  re- 
ceiving and  interviewing  vendors 
and  salesmen. 

The  success  of  a  governmental  purchasing  organisation  can  be  greatly 
aided  by  full  utilization  of  the  civic  and  business  talents  in  the  com- 
munity, through  the  medium  of  advisory  committees.  In  Connecticut,  at 
the  present  time,  the  use  of  such  eommlttees  is  quite  informal  and 
sporadic.  We  believe  there  should  be  a  carefully  planned  program  de-' 
signed  to  derive  the  greatest  benefit  from  the  normal  des±^  of  citizens 
to  be  helpful  in  solving  the  problems  which  face  their  government'.  Trade 
associations,  suppliers  and  other  specialists  might  likewise  be  able 
to  contribute  to  the  progrsun. 

RESULTS  OF  Tm   PRESEMT  METHODS 

poor  Records ^  Because  of  the  nature  of  the  records  in  the  various 
agencies,  ^t  ^as  not  feasible  to  determine  the  precise  number  of  pur- 
chase ordei^s  issued  annually,  nor  their  aggregate  amount »  However,  we 
have  attempted  ^to  make  reasonable  approximations  c-  Using  a  yard  stick, 
we  measured  the"  total  depth  of  the  files  of  purchase  orders  accumulated 
in  the  Supervisor's  office  for  one  year  and  counted  the  number  of  orders 
in  a  given  distance.  On  this  basis,  we  estimated  that  75,000  purchase 
orders  were  written  during  the  past  fiscal  year. 

The  records  do  not  indicate  what  percentage  of  these  orders  was  the 
result  of  bids  received  by  the  Supervisor's  officej  but  it  was  evident, 
from  inspection,  that  a  vast  majority  of  them  had  actually  been 
negotiated  by  the  agencies. 

Excessive  Paper  Work.  Thousands  upon  thousands  of  unnecessary  pur- 
chase orders  are  written  each  year.  It  is  interesting  to  note  that  each 
is  prepared  in  six  copies  and  hae  1  s  corx^elated  requisition  and  its 
standard  invoice  form— both  also  in  multiple  copy,  Neither  continuous 
fojTOS  nor  one-time  carbon  "snap-out"  sets  of  forms  are  used. 

This  excessive  quantity  of  paper  work  results  both  from  the  poorly 
organized  purchasing  system  and  also,  in  part,  from  a  statutory  pro- 
vision-^ which  makes  mandatory  the  use  of  purchase  orders  in  many  sit- 
uations where  they  are  totally  unnecessary.  Purchase  orders  are  written 
for  postage  stamps,  railroad  travel  and  even  for  transfers  of  real  estate. 
It  would  be  conservative  to  say  that,  of  the.75#OOC  purchase  orders 
written  in  the  State  each  year,  25  per  cent  of  the  manpower  used  in 
their  preparation  and  handling  represents  complete  waste. 


General  Statutes,  19^9*  Title  III,  Ch&pt®r  13,  Section  269, 
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Ineffective  Proourement.  We  have  made  a  very  careful  spot  check 
of  the  purchase  orders  filed  in the  Supervisor's  office.  We  find  that 
not  only  are  numerous  prices  at  least  10  per  cent  higher  than  they 
should  be  under  scientific  purchasing  (illustrations  are  given  in  the 
supplement  to  the  Interim  Report  of  this  project,  dated  October  3,  1949), 
but  also  poor  specifications,  non-pooling  of  requirements  of  the 
agencieSj,  Indefiniteness  of  quantities  or  delivery  points,  poor  com- 
petition in  bidding  and  lack  of  inspection  and  testing  have  made  it 
impossible  to  secure  the  most  favorable  values, 

RECOMMENDATIONS  AND  ANTICIPATED  RESULTS 

REGOMMEMDATIONS 

The  comments  throughout  this  report  point  up  deficiencies  in  in- 
dividual operations  in  Connecticut's  present  procurement  system.  To 
effectuate  a  cure,  the  present  Purchasing  Division  of  the  Department 
of  Finance  and  Control  should  be  abolished  and  its  staff  transferred 
to  a  new  Department  of  Purchase,  This  new  department,  backed  by 
appropriate  legal  authority^  should  be  charged  with  the  responsibility 
and  authority  for  administering  the  State's  procurement  program.  It 
should  be  specifloally  directed  to  develop  modem  purchasing,  stores- 
keeping  and  inspecting  systems.  Aiding  the  department  there  should  be 
a  Board  of  Standardization  responsible  for  developing  standards  and 
specifications.  In  addition,  this  board  should  possess  certain  su- 
pervisory authority  over  the  purchase  of  patented  and  other  non-com- 
petitive articles. 

For  a  more  detailed  discussion  of  the  proposed  department  the 
personnel  requirements  and  a  suggested  organization  chart,  see  Part  11^ 

It  should  be  noted  that,  in  the  event  complete  revision  of  the 
purchase  law  Is  impracticable  at  present,  much  can  be  done  under  a 
stop-gap  plan  modifying  the  existing  statutes  along  the  lines  indicated 
in  Appendix  A,  attached, 

¥e  believe  that  the  following  recommendations  cover  the  several 
areas  of  Improvement  necessary  to  the  establishment  of  a  modem  eco- 
nomical procurement  organization  (recommendations  2  to  9  apply  with 
equal  force  to  either  the  long-range  of  the  stop-gap  plan  for  obtain- 
ing more  for  the  tax  dollar) : 

1.  Recognize  procurement  as  a  service  department, by  enacting  ap- 
propriate legislation  (see  Part  Iv  for  draft  of  proposed 
legislation) , 

2«  Appoint  capable  and  trained  procurement  executives, 

3,  Provide  a  staff  of  competent,  experience  procurement  personnel, 

4,  Develop  modem  administrative  procedures. 

5«  Develop  modem  purchasing,  inspecting  and  storeskeeping  methods, 
69  Mechanize  the  clerical  and  storeskeeping  activities. 
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7.  Coordinate  procurement  with  the  other  service  functions 
at  the  mansgement  level, 

80  Revise  the  General  statutes,  19^9,  title  II,  Chapter  II, 

Section  241:  For  the  phrase  "unexpended  incumbered  balance" 
substitute  the  phrase  "unincumbered  balance." 

9»  Revise  the  General  Statutes,  19^9  Title  III,  Chapter  13, 
Section  269?  Omit  the  mandatory  use  of  purchase  orders. 
Give  the  Comptroller  power  to  handle  by  rules  and  regulations. 

10.  For  temporary  improvements,  reorganize  the  present  office  of 
Supervisor  of  Purchases  by  enactmcjit  of  appropriate  legisla- 
tion, as  outlined  in  Appendix  A,  attached. 

RESULTS  THAT  MAY  BE  EXPECTED 

Improved  Morale.  Throughout  the  State  agencies  and  institutions 
studied  in  this  survey,  there  was  found  a  lack  of  both  knowledge  and 
appreciation  of  modem  purchasing  and  storeskeeping.  If  a  new  program 
were  undertaken,  the  individuals  who  presently  perform  these  duties 
in  the  various  agencies  would  undoubtedly  be  stimulated  to  much  greater 
effectiveness.  We  enoo;intered  instance  after  instance  of  discourage- 
ment because  of  the  tremendous  amount  of  red  tape  Involved  in  the  ex- 
isting arrangements,  and  a  lively  interest  in  the  possibility  of 
improvement « 

It  should  be  mentioned  that,  ger.erallyj,  the  personnel  appears  to 
b3  of  rather  high  caliber,  with  much  latent  ability  that  would  be  in- 
valuable in  operating  a  better  purchasing  system. 

Increased  Efficlencyo  Substantial  economies  and  improvements  in 
operating  efficiency  would  result  from  the  modernization  of  the  pro- 
curement set-up.  For  example,  there  would  be  a  vast  decrease  in  the 
number  of  purchase  orders  written.  This,  in  turn,  would  reduce  the 
amount  of  clerical  effort  required  directly  in  the  preparation  of  the 
orders  and  indirectly,  -In  their  processing.  Improvements  in  warehouse 
methods  of  operation  and  facilities  in  the  various  agencies  and  in- 
stitutions would  likewise  result  in  substantial  ecBnomi«s, 

Probable  Costs.  At  first  glance,  it  might  appear  that  the  recom- 
mendations in  this  report  involve  large  additional  expenditures.  Actu- 
ally, that  is  not  the  case.  For  one  thing,  it  is  contemplated  that 
many  persons  now  engaged  in  identical  activities  in  the  various  agencies 
would  simply  be  transferred  to  the  new  department. 

True,  providing  a  salary  for  a  Commissioner  (or  an  increase  for 
the  Supervisor,  under  the  stop-gap  program)  and  the  additional  adminis- 
trative jobs  that  are  recommended  may  in%'olve  an  expenditure  of  ap- 
proximately $40,000  above  the  amount  now  being  spent.  Further,  the 
addition  of  technically  qualified  buyers,  inspectors  and  standardiza- 
tion employees  might  result  in  another  increase  of  approximately 
$70,000,  so  that  the  total  added  expenditure  would  be  in  the  neighbor- 
hood of  $110,000. 
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However,  the  experience  of  othei'  Jurisdictions  that  have  im- 
proved their  purchasing  procedures  along  the  lines  that  are  proposed 
herein^  demonstrate  that  savings  are  Immediate  and  far  exceed  ex- 
penditures. The  savings  that  could  be  achieved  simply  from  the  liqui- 
dation of  excess  inventories  alone  would  undoubtedly  pay  these  extra 
costs  for  several  years «  In  addition,  there  would  be* appreciable 
annual  savings  resulting  from  more  intensive  use  of  prison  industries; 
from  better  utilization  of  the  duplicating  and  business  machine  ser- 
vies  of  the  various  agencies;  from  eliminating  the  cost  of  performance 
bonds;  from  eliminating  the  present  cumbersome  and  time-consuming 
real  property  inventory;  from  reviving  and  extosiding  the  typewriter 
service;  and  from  the  proper  utilization  and  maintenance  of  £3tate- 
owned  automobiles.  Additional  savings  are  indicated  in  the  control 
of  salvage  items j,  the  adoption  of  quality  standards  and  improvement 
of  the  price  structure j,  a  tremendous  reduction  in  the  volume  of 
papers  processed,  and  dozens  of  contingent  benefits  that  would  accrue 
as  the  plan  unfolded  under  the  adm.inistration  of  interested,  com- 
petent personnel. 

Anticipated  Savings »  The  various  recommendations  set  forth  in 
this  report  provide  forthe  installation  of  modern  managerial  and 
procurement  techniques,  coupled  with  the  use  of  proper  personnel 
under  adequate  guidance  and  leadership,,  In  our  opinion,  the  present 
wasteful  proceedings  c-an  be  stopped,  and  annual  savings  of 
$2,000,000  can  be  realized. 
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APPEMDIX  A 

Proposed  Points  for  Stop-Gap  Legislative  Program  to  Amend  the 
General  Statutes? 

1.  Section  5^6,  1939  Supplement  (S.58d  1937) 

a.  Delete  salary  limit  on  salary  of  Supervisor, 

b.  Raise  open  market  limitation  from  $1000  to  $2500. 

c.  Provide  mechanics  for  non-competitive  purchases  of 
patented  or  proprietary  articles  costing  over  $2500. 

d.  Provide  for  a  general  storeskeeper  charged  with  responsibility 
for  developing  and  operating  a  modem  stores  system. 

e.  Provide  for  inspection  and  testing  as  a  function  of  Supervisor, 
f e  Provide  that  specifications  must  be  "based"  on  needs, 

2.  Section  I9I,  19^9,  Title  2^  Chapter  9 

Revise  to  make  clear  that  purchasing  is  function  of  Supervisor, 

3.  Section  200,  19^9,  Title  2,  Chapter  9 

Revise  to  place  authority  for  buying  printing  with  Supervisor, 

4.  Section  24l,  1949,  Title  2,  Chapter  II 

For  the  phrase  "unexpended  incumbered  balance"  substitute  the 
phrase  "unincumbered  balance," 

5.  Section  269,  1949?  Title  3,  Chapter  I3 

Revise  to  omit  manatory  use  of  pureh&se  orders.  Give  Comptroller 
power  to  handle  by  rules  and  regulations. 
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PART  II 

COMMENTS  AM)  SUGGESTIONS  REGAHDING  THE 

PROPOSED  PROCUREMENT  ORGANIZATION 

THE  PLACE  OF  PROCUREMENT  IN  THE  GOVERNMENTAL  STRUCTURE 

It  is  our  considerecl  Judgment  that  procurement.  Instead  of  being 
placed  in  the  State  structure  as  a  subordinate  division  in  the  Depart- 
ment of  Finance  and  Control,  should  either  be  elevated  to  full  department- 
al status  and  classified  as  a  service  department,  or  incorporated  into 
the  structure  as  the  major  unit  of  a  new  Department  of  General  Services 
and  Supply.  Procurement  is  "big  business"  and,  as  such,  should  not  be 
restricted  to  an  inferior,  non-autonomous  position. 

Prerequisite  to  full  appreciation  of  the  discussion  which  follows 
is  study  of  the  draft  of  proposed  legislation,  presented  in  Part  IV, 
which  provides  for  a  modem  procurement  office. 

The  bill  would  create  a  strong  service  department,  headed  by  a 
qualified  commissioner  solely  responsible  for  1)  purchasing,  receiving, 
inspecting,  testing,  accepting,  storing  and  distributing  supplies, 
materials  and  equipment^  2)  disposing  of  surplus  or  obsolete  materials; 
and  3)  prescribing  rules  and  regulations  for  such  decentralized  pro- 
curement as.  In  the  commissioner's  Judgment,  is  necessary.  In  addition, 
the  bill  would  provide  for  a  Board  of  Standardization,  to  serve  both 
as  an  agency  for  preparing,  promulgating  and  enforcing  specifications 
and  as  a  regulatory  body. 

PROPOSED  ORGANIZATION  FOR  THE  PROCUREMENT  FUNCTION 

The  form  of  the  proposed  organization  and  the  general  areas  of 
authority  of  the  key  personnel  are  shown  in  the  accompanying  chart 
(Exhibit  II) .  This  plan  is  based  upon  the  assumption  of  departmental 
status.  Some  slight  modification  of  titles  may  be  necessary  if  the 
procurement  activity  is  placed  within  another  agency. 

The  m@re  existence  of  a  plan,  however  sound,  will  not  automatic- 
ally produce  the  desired  results.  The  fulfillment  of  the  aims  of  the 
plan  can  be  realized  only  through  the  cooperative  effort  of  able  per- 
sonnel at  the  detailed  work  level — paced  by  a  certain  amount  of  com- 
petition in  aeeomplishment--aRd  through  the  improvement  of  manage- 
ment in  matters  of  interdepartmental  concern. 

Administration «  It  is  suggested  that  the  Commissioner  of  Purchase 
be  appointed  by  the  Governor  to  serve  at  his  pleasure,  and  that,  im- 
mediately below  the  Commissioner,  there  be  four  assistants  (Deputy  Com- 
missioner. Director  of  Purchases,  Supervisor  of  Purchases  and  Director 
of  Stores),  appointed  by  the  Commissioner  to  serve  at  his  pleasure. 
All  five  should  be  experienced  in  the  procurement  field  and  should  have, 
as  a  minimum  the  qualifications  set  forth  in  the  draft  of  the  proposed 
bill. 

The  deputy  commissioner,  in  addition  to  the  general  duties  Implied 
by  the  title,  would  be  responsible  for  the  areas  of  administration,  per- 
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sonnel,  budget,  standards  and  apeclfieations,  inspection  and  testing. 
The  director  of  purchases  would  be  in  charge  of  all  purchases  made  or 
supervised  by  the  department.  The  supervisor  of  Purchases  would  be 
responsible  for  directing  and  Inspecting  decentralized  procurement.  In 
accordance  with  regulations  promulgated  by  the  commissioner.  The 
director  of  stores  would  be  responsible  for  developing  and  operating  a 
modem  stores  system  and  for  supervising  the?:  agency-operated  stock- 
room. 

As  one  of  the  basic  functions  of  the  commissioner  is  to  prescribe 
methods  of  purchasing,  inspecting  and  storeskeeping,  it  is  contemplated 
that  these  four  aides  would,  in  addition  to  their  separate  functions, 
serve  as  an  official  Staff  Committee  on  Regulations,  This  committee 
would  be  responsible  for  preparing  regulations  governing  such  methods 
for  recommendation  to  the  commissioner. 

The  Inclusion  in  legislation  of  qualifications  for  such  positions 
as  directors  of  purchase  and  of  stores  may  represent  for  Connecticut  ' 
a  new  approach  to  the  problem  of  securing  competence  In  public  office. 
It  follows  the  example  set  by  the  Charter  of  the  City  of  New  York, 
which  requires  that  directors  occupying  similar  posts  must  have  had  at 
least  five  years'  experience  with  large  commercial  organizations. 
The  purpose  Is  to  bring  into  gDvernment  individuals  with  thorough 
business  training. 

The  State  of  Connecticut  should  benefit  by  having  a  similar  arrange- 
ment. However,  from  our  contacts  with  the  business  managers  of  the 
various  agencies,  we  believe  that  there  are  persons  presently  on  the 
payroll  of  the  State  who  have  the  type  of  background  and  the  qualifi- 
cations for  these  jobs«  Therefore,  we  have  suggested  five  years  of 
adequate  experience  with  either  commercial  or  public  organizations, 
instead  of  adopting  the  New  York  City  restriction  of  commercial 
experience  only. 

Specifications.  Preparation  of  specifications  would  be  carried 
on  under  the  direction  of  the  deputy  commissioner.  In  addition  to 
general  and  specific  knowledge  of  commodities,  the  staff  responsible 
for  writing  the  specifications  would  require:  1)  a  familiarity  with 
nationally  developed  standards  and  trade  association  sources^  2)  a 
procurement!  3)  a  realization  that  specifications  are  legal  documents 
and  4)  an  appi'eciation  that  specifications  are  tools  for  purchasing 
which  are  intended  to  make  purchasing  better,  not  to  create  strait 
Jackets  that  prevent  adequate  and  proper  purchasing.  Specifications 
should  be  no  more  technical  than  necessary  for  the  particular  coramo- 
dltyj  on  the  other  hand,  specifications  should  be  exactly  as  precise 
as  the  requirements  dictate.  The  man  writing  specifications  should 
understand  specification  writing,  in  addition  to  understanding  commo- 
dities. He  should  be  able  to  think  clearly  and  to  express  himself 
in  exact  language.  Ambiguity  is  incompatible  with  good  specifications. 

As  for  technical  background,  the  staff  of  the  specifications  unit 
should  include  persons  whose  training  combines  to  cover  the  fields  of 
civil,  mechanical,  electrical  and  ehemleal  engineering.  In  addition, 
the  staff  should  include,  or  have  access  to  the  talents  of,  other  in- 
dividuals who  do  not  have  tochnical  training  of  this  type,  but  have 
thorough  practical  knowledge  of  the  trades  and  of  agency  needs.  Spec- 
ification writing  is  a  teamwork  matter,  and  it  is  necessary  to  have 
balance  in  the  points  of  view. 
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The  specifications  program  should  be  under  the  supervision  of  a 
mature  chief  engineer,  experienced  in  the  preparation  of  commodity 
specifications,  who  would  coordinate  the  activities  with  the  require- 
ments in  the  field  and  act  as  liaison  with  the  other  departments.  He 
would  also  act  as  salvage  engineer  for  the  purchase  department. 

Buying .  While  the  commissioner  must  give  leAdership  and  direction 
to  the  planning,  development  and  operation  of  the  new  department,  the 
chief  responsibility  for  developing  and  operating  modem  purchasing 
practices  will  be  the  Job  of  the  director  of  purchases.  He  will  be  in 
day-to-day  contact  with  the  buyers  and  with  the  agencies.  Being  an 
experienced  buyer  himself,  he  should  relieve  the  commissioner  of  a 
major  portion  of  the  supervision  of  the  actual  purchasing  process. 

The  buyer  is  recognized  throughout  all  wholesale  and  retail  in- 
dustry as  a  very  important  person  having  special  knowledge  of  the  mer- 
chandise, the  tx-ade  markets^  sources  and  manufacturing  processes  for 
the  lines  with  which  he  deals.  This  knowledge  is  equally  Important 
for  a  governmental  buyer  who,  in  addition,  should  be  acquainted  with 
the  use  of  the  material  in  the  agencies.  He  should  know  what  quail- 
ties  are  sufficient,  but  not  too  high  grade  for  the  purpose  Intended 
and,  generally,  what  quantities  are  required,  at  what  times  and  at 
what  places.  He  should  be  able  to  handle  a  volume  of  detail  work  un- 
der pressure,  to  evalute  specifications  and  bids  and  to  make  proper 
awards , 

The  governmental  buyer  should  have  a  capacity  for  translating  or  . 
editing  ambiguous  requisitions  and  the  ability  to  confer  successfully 
with  both  the  users  and  the  sellers  of  the  merchandise.  It  will  some- 
times be  necessary  for  him  to  prevent  the  purchase  of  unnecessary  ar- 
ticles, or  to  pay  more  than  the  lowest  dollar  price  in  order  to  obtain 
better  value  for  the  dollar  spent.  These  and  other  activities  call 
for  an  effective  pei'sonality  and  the  exercise  of  good  Judgment. 

He  should  be  capable  of  logically  advocating  that  the  State  es- 
tablish processing  units,  if  he  believes,  they  would  lessen  costs:  for 
Instance,  a  coffee-roasting  plant  or  a  pharmacy  for  the  compounding  of 
simple  durgs.  Just  as  the  State  now  operates  a  cannery.  The  buyer 
should  have  knowledge  of  accounting  and  office  procedure  as  of  forms 
end  terms  of  contracts,  and  of  contract  lawi  above  all,  he  should  be 
of  the  highest  integrity. 

The  buyers  appointed  should  be  experienced  specialists,  although 
for  a  time  it  may  be  necessary  for  some  of  them  to  "double  in  brass". 
The  major  specialties  should  includes  clothing  and  textiles;  drugs 
and  chemlcalsj  fuels  and  lubricantsj  construction  materials;  hospital 
and  laboratory  goods;  educational  supplies;  house  furnishings;  foods; 
machinery  and  automotive  goods;  office  equipment  and  supplies;  and 
printing.  For  some  of  these  specialties,  the  buyer  preferably  should 
have  an  academic  degree  in  the  appropriate  field. 

Inspection.  Inspection  of  delivered  supplies  begins  where  the 
speciflcatiors  stop  that  is  the  inspector  must  measure  what  was  re- 
ceived against  what  was  specified.  }]o   satisfactory  inspection  system 
can  be  created  without  simultaneously  developing  mo2?e  and  better 
specifications:  so  it  is  suggested  that  the  deputy  commissioner's 
responsibilities  include  both  actlvlties--standards  and  inspection. 
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The  theory  behind  placing  Inspection  under  the  deputy  commissioner, 
rather  than  the  director  of  purchase,  is  to  maintain  checks  and  balances 
by  preventing  too  close  a  camaraderie  between  the  Inspectors  and  the  men 
engaged  In  actual  procurement.  Careful  consideration  was  gjven  to  the 
place  of  the  function  of  inspection,  and  it  appears  to  us  that  the  best 
efficiency  should  be  secured  by  keeping  it  under  the  departmental  con- 
trol of  the  commissioner  of  purchases,  but  divorcing  it  from  both 
buying  and  storeskeepingo 

The  inspection  headquarters  should  be  in  the  storehouse  of  the 
department  at  Portland,  utilizing  existing  testing  facilities  and  Im- 
nroving  them  as  time  and  money  permit,  (See  notes  below,  under 
Stores  Program") 

With  respect  to  specifications  and  inspection,  the  men  assigned  to 
these  duties  should  be  highly  qualified  and  technically  competent.  They 
should  have  a  knowledge  of  the  commodities  comparable  to  that  essential 
for  the  men  who  buy,  but  this  does  not  mean  that  inspectors  should  be 
buyers,  or  vice  versa.  It  does  mean  that,  in  addition  to  the  gift  for 
inspection  (which,  as  a  skill,  is  different  from  the  ability  to  purchase) 
the  knowledge  required  would  be  comparable.   In  other  words,  a  man  who 
buys  furniture  should  be  complemented  by  a  man  on  the  inspection  staff 
who  knows  how  furniture  is  made  and  is  familiar  with  the  production 
problems  in  the  trade,  etc.  The  same  is  true  with  respect  to  other 
commodities.  The  man  who  buyes  food  should  know  not  only  the  food  market, 
but  food  processing  and  quality,  as  well.  The  man  who  inspects  should 
know  as  much  about  food  as  the  man  who  buys  it,  because  he  should  be  able 
to  recognize  visually  things  that  the  purchaser  understands  from,  the 
documents  that  he  handles.  The  specifications  man  should  have  knowledge 
of  both  phases,  plus  the  ability  to  express  the  factors  clearly  in 
writing,  so  that  the  buyer,  the  seller,  and  the  Inspector  may  all  see 
eye-to-eye. 

Stores  Program.  It  is  recommended  that  a  modern  stores  system  be 
developed.  The  director  of  stores  should  determine  and  carry  in  stock 
those  items  of  material  that  would  best  meet  the  needs  of  the  agencies. 
He  should  publish  and  keep  up  to  date  a  sock  eJSttalog  of  such  items  for 
ready  reference  by  the  requisitioning  pfirsonn^l.  Use  of  the  catalog 
would  help  to  keep  the  various  agencies  4nl^;®fed  concerning  progress  in 
the  standardization  of  stock  ite®^  ^i  Hl^i^  piromote  further  standard- 
ization of  stock  items  and  shoftji  p^pB^fe^J^Ss^hfer  standardization.  In  . 
the  absence  of  a  catalog,  the  uglfef  if^s^ie^  oould  only  guess  at  whether 
or  not  a  particular  item^was  av&ilabie  ±n  BtotH„ 

The  director  of  stores  should  ^Si^Si^  ^l»  adequate  distribution  of 
th9  catalog  and  carry  on  an  organized  program  to  educate  the  agencies 
in  its  use.  Such  a  stock  catalog  need  not  be  printedj  in  fact,  it 
should  not  be,  for  quite  a  while  to  come.  One  practical  method  would 
be  to  keep  it  on  punch  cards,  reproducing  copies  from  listings.  It 
could  then  be  kept  up  to  date  by  constantly  revising  the  punch  cards 
and  periodically  issuing  correction  notices. 

However,  responsibility  for  the  full  utilization  of  the  stores 
system  would  have  to  be  shared  by  the  director  of  purchase,,  When  the 
purchasing  unit  receives  requisitions^  calling  for  purchase  of  items 
that  are  in  stock,  it  should  be  the  responsibility  of  the  director  of 
purchase  to  have  thoee  items  converted  from  purchase  to  stores  issues. 
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In  the  stores  program,  the  question  of  the  kind  of  requisitioning 
system  to  be  used  should  be  given  a  great  deal  of  study  by  the  director 
of  stores  before  the  program  is  finally  determined.  There  is  no  one 
standard  method  in  general  use,  but  most  systems  are  based  on  one  of 
the  following: 

1.  One  requisition  for  both  purchase  and  stores  issue; 

2.  One  requisition  for  both,  from  which  a  second  requisition 
is  prepared  for  the  issue  of  stores  items; 

3»  Two  original  requisitionsj  one  for  purchase  and  a  second 
for  stores  issue,  combining  the  latter  with  a  delivery 
ticket  which  serves  also  as  a  receipt* 

The  operation  of  necessary  decentralized  storehouses  of  the  various 
agencies  would  be  placed  under  general  supervision  of  the  director  of 
stores.  He  would  be  responsible' for  devising  uniform  procedures  and 
for  working  with  the  agencies  toward  the  development  of  modem  stores- 
keeping  "ractloo.':  ■'r  those  locations. 

The  nucleue  for  a  central  stores  system  can  be  found  at  three  or 
four  locations  pr-esently  under  the  jurisdiction  of  various  agencies. 
First,  there  is  the  unit  at  Wethersfleld  Prison,  where  considerably 
larger  stocks  of  foodstuffs  and  textiles  could  be  carried.  Replace- 
ment of  the  present  cannery  building  there  by  a  new  structure  will 
scon  make  r.ore  space  available.  In  the  State  Office  Building,  a  very 
substantial  office  supply  xmit  could  be  organized  at  the  present  time, 
At  Rocky  Hill,  there  is  adequate  space  for  netting  up  an  institutional 
supply  storeroom  that  could  serve  prisons,  hospitals  and  schools ^  At 
Portland,  space  exists-  for  storing  general  maintenance  and  operating 
supplies. 

The  long-range  program  for  the  State  should  include  the  planning 
and  eventual  construction  of  adequate  stores  facilities  so  located  as 
to  provide  for  the  raaxlmura  of  service  and  flexibility.  However,  Im- 
mediate measures  can  be  taken  as  Just  outlined,  without  additional  ex- 
pense for  new  buildings , 

|f*  Office  Space.  Since  the  Supervisor's  present  office  space  is  in- 
adequate to  house  an  enlarged  department,  it  is  suggested  that  the  de- 
partment be  divided,  temporarily,  into  two  major  parts,  one  to  con- 
tinue in  the  State  Capitol  and  the  other  to  be  located  in  the  State 
Office  Building. 

It  is  proposed  that  employees  of  the  Department  of  Highways  who 
are  now  engaged  in  purchasing  work  be  augmented  by  employees  of  the 
Department  of  Education  and  the  University,  likewise  engaged,  to  form 
th©  nucleus  of  the  second  part  of  the  department.  Under  this  plan, 
the  Capitol  Section  of  the  department  would  purchase  the  general  sup- 
plies required  by  the  agencies.  The  section  located  in  the  State  Office 
Building  would  purchase  maintenance,  highway  and  building  supplies  and 
similar  items.  An  educational  supplies  unit  might  be  set  up  as  a  sub- 
division in  this  section  to  handle  orders  for  the  Department  of  Educa- 
tion, the  University  and  the  occupational  training  units  in  the  prisons 
and  other  institutions. 
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PURCHASING  PROCEDURES 

Purchase  Orders,  As  stated  elsewhere  In  this  report,  large  numbers 
of  purchase  orders  now  are  negotiated  and  written  In  the  agency  offices. 
With  the  field  work  spread  over  a  large  geographical  area  and  with  the 
occurence  of  emergencies.  It  Is  impractioable  to  concentrate  all  the 
purchasing  in  a  central  office.  However,  the  agency  orders  should  be 
brought  lander  the  control  of  the  central  office  and  greatly  reduced 
from  their  present  excessive  number  and  value,  through  forecasting  of 
requirements,  contract  purchases  for  quantity  groups,  adequate  super- 
vision, etc.  The  forecasting  could  be  greatly  simplified  by  the  use 
of  existing  tabulating  machines  and  by  adding  suitable  descriptive 
factors  to  the  cards. 

The  prices  to  be  paid  locally  should  be  determined  under  rigidly 
supervised  regulations  of  the  Department  of  Purchase «  Likewise,  a 
different  and  simpler  fojom  of  purchase  order  should  be  used  for  these 
local  purchases,  possibly  written  in  combination  with  the  requisition, 
delivery  slip  and  invoice,  all  in  one  typing  operation.  With  this 
distinctive  form,  the  central  office  could  more  readily  study  the  local 
purchases  to  see  whether  the  system  was  abused  and  what  remedies 
should  be  applied. 

Parenthetically,  the  number  of  orders  would  be  reduced  under  the 
proposed  Department  of  Purchase,  as  much  of  the  material  now  bought 
locally  would  be  furnished  from  central  stores  in  scheduled  deliveries, 
or  sent  direct  from  vendors  under  quantity  contracts  negotiated  by  the 
central  office  and  the  agencies  by  abandoning  the  present  use  of  the 
purchase  order  form  for  postage  stamps,  railroad  tickets,  transfers  of 
real  estate,  etc.,  and  Installing  proper  procedures  for  such  items. 

Still  another  present  use  of  the  purchase  order  form  which  should 
be  changed  occurs  when  one  agency  buys  fromAnother— a  purely  Internal 
transaction.  By  use  of  a  simple  inter-off lee  forro,  at  much  less  ex- 
pense, this  can  be  reduced  to  a  simple  bookkeeping  transfer  of  funds 
from  one  account  to  ano there  The  costly  paper  work  of  the  requisition 
and  purchase  order,  and  the  Issuance  of  a  State  check  to  a  department 
which  immediately  deposits  it  in  the  State  Treasury  again,  are  pure 
waste . 

Pi>oprietary  (Non- Competitive)  Purgrhasese  In  order  to  continue  the 
use  of  certain  established  features,  it  is  necessary  to  purchase  sup- 
plies, replacement  parts,  etc,  from  the  original  source/  At- pre  cent 
in  the  purchase  of  such  proprietary  items  as,  for  example,  experimental 
equipmient,  power  plant  apparatus,  tabulating  machines," door  lock'->  to 
be  r.A^ter- keyed,  etc.,  there  is  no  legal  authority  for  direct  purchar^, 
without  competition,  when  the  value  exceeds  #1000.  The  situation  has 
been  covered  by  informal  agreement  between  the  Supervisor  and  the 
Comptroller.  This  is  In  the  best  interest  of  the  state,  but  it  is 
without  legal  basis.  These  officials  should  not  be  exposed  to  penalties 
for  this  purely-  technical  violation  of  the  laws,  A  solution  of  the 
problem  has  been  incorporated  in  the  draft  of  proposed  legislation 
(see  Part  IV,  Sections  10  and  11),  which  provides  for  legal  action 
by  a  board  of  standardization. 
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Requirement  Contracts.  The  present  practices  in  the  placing  of 
requirement  contracts  should  be  studied  by  the  Department  of  Purchase, 
with  a  view  to  more  intensive  use  of  spot  buying  of  commodities  that 
lend  themselves  to  this  method.  The  requirement  contract  procedure. 
being  closely  related  to  the  supervision  of  agency  purchases  and  the 
analysis  of  the  orders  placed  locally,  should  be  developed  to  eliminate 
the  present  method  of  using  so-called  price  agreements.  These  price 
agreements  were  adopted  as  a  stop-gap  measure,  because  of  lack  of  man- 
power; but  they  have  so  out-grown  their  original  concept  that  their 
content  has  become  ridiculous,  and  purchases  made  under  them  are  costly 
to  the  State.  They  should  be  reconsidered  at  once,  even  within  the 
scope  of  the  existing  department.  Two  examples  are  the  fields  of 
drugs  and  automobile  supplies;  although  bought  from  local  dealers  at 
a  discount,  these  could  be  obtained  at  lower  prices  through  arrange- 
ments made  directly  with  the  manufacturers. 

A   word  should  be  said  regarding  the  improving  of  present  methods 
used  for  bid  openings,  y/hen  received,  the  bids  should  be  perforated 
by  a  time-dating  machine,  so  that  all  pages  thereof  are  identified  as 
having  been  filed  before  the  bid  opening  time.  The  bids  should  be 
tabulated  in  public,  not  after  the  vendors  have  gone.  Copies  of  the 
tabulation  should  be  placed  on  public  file  for  a  reasonable  time,  so 
that  bidders  or  others  may  examine  them. 

Performance  Bonds.  The  present  statute  authorizes  the  Supervisor 
of  Purchases  to  determine  the  amount  of  the  performance  bonds,  if  any, 
that  he  will  require  on  bids  and  contracts.  We  believe  he  should  de- 
termine such  bonds  to  be  unnecessary  for  purchases  of  supplies  and 
equipment,  and  discontinue  their  use  entirely.  The  elimination  of 
bonds  on  supply  contracts  would  result  in  annual  savings  running  into 
tens  of  thousands  of  dollars.  However,  there  should  simultaneously 
be  substituted  for  perfoiroance  bonds  adequate  procedures  for  making 
certain  that  contracts  are  awarded  to  the  lowest  responsible  bidder. 
If  this  were  done ,^ the  performance  bonds  would  be  totally  unnecessary. 

The  determination  of  responsibility  should  be  made  by  a  committee 
consisting  of  officials  of  the  Purchasing  Division  and  one  member  of 
the  Attorney  General's  staff.  Bidders  whom  it  is  proposed  to  dis- 
qualify should  be  entitled  to  a  hearing  and  the  minutes  of  the  com- 
mittee actions  should  be  open  to  public  inspection. 

-  While  the  bonds  are  now  required,  it  appears  that  they  are  rapciy 
if  eyer  called  upon.  Within  the  memory  of  the  Purchasing  Division, 
never  has  a  suit  been  brought  to  collect  on  the  bond, 

INSURANCE 

In  conjunction  with  this  project,  the  matter  of  insurance  is  being 
studied /in, consultation  with  a  group  of  Connecticut  insurance  executives, 
with  the. idea  of  simplifying  the  State's  insurance  buying.  The  results 
will  be  presented  in  a  special  report  to  the  Commission. 
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PART  III 

COMMENTS  ON  COLLATERAL  PHASES  OF  PROCUREMENT 
OBSERVED  DURING  SURVEY 

As  explained  in  the  definition  of  procurement  (see  Part  I),  many 
activities  beyond  mere  buying  are  Included  in  the  operation  of  a 
successful  system.  They  include  not  only  matters  of  managerial  policy, 
but  also  bookkeeping,  storeskeeping,  transportation  and  many  other 
technical  operations,  all  of  which  must  be  treated  as  a  whole,  in 
order  to  accomplish  the  purpose  of  the  procurement  effort . 

The  status  of  the  procurement  officer  should  be  on  a  level  with 
other  officials  who  make  the  operating  policies o  At  this  point,  we 
are  offering  our  comment  on  some  of  the  concurrent  services  we  have 
observed  with  which  he  should  be  concerned. 

PROCEDURES  AND  SYSTEMS 

General;  During  our  survey  of  purchasing  operations,  we  had 
occasion  to  observe  the  procedures  followed  in  various  departments, 
and  we  noted  the  absence  of  any  plan  for  their  continuing  review. 
Generally  speaking,  the  clerical  processes  seem  to  have  developed 
without  much  over-all  guidance,  from  the  days  when  each  institution 
was  a  unit  unto  itself,  with  the  result  that  not  only  the  clerical 
processes  but  also  the  physical  operations  are  unnecessarily  cum- 
bersome. Even  sufeh  simple  Improvements  as  continuous  forms,  spot- 
carboned  forms,  simple  types  of  duplicating  equipment,  perforating 
equipment,  etc.,  are  conspicuously  lacking.  Above  all,  there  Is 
too  much  red  tape. 

Particularly  among  the  older  civil  service  employees,  there  is 
a  tendency  to  stay  "in  the  groove"  and  not  change  the  processess — 
to  let  well  enough  alone.  A  conventional  employee  suggestion  system, 
well  operated,  might  uncover  valuable  methods  of  saving.  At  the 
actual  operating  level,  there  is  always  a  wealth  of  practical  infor- 
mation about  the  jobs  that  administrators  would  do  well  to  consider. 
An  in-service  training  program  might  also  help. 

Forms  Design  and  Control.  It  appears  that  no  one  exercises  con- 
trol over  the  thousands  of  printed  forms  used  throughout  the  State. 
The  result  is'  waste  and  inefficiency,  caused  by  lack  of  uniform  stand- 
ards governing  grades  and  sizes  of  paper;  lack  of  proper  planning  for 
printing  processes;  and  Inadequate  design  of  form  contents  from  the 
points  of  view  of  purpose  of  the  form  and  work  Involved  in  preparation 
and  use. 

Direct  and  indirect  savings  from  proper  forms  standardization 
would  run  into  thousands  of  dollars. 

Work  Simplification.  We  have  been  impressed  by  the  keen  interest 
in  -better  methods  that  exists  among  State  employees. 

A  well-planned  work  simplification  program,  accompanied  by  a  firm 

commitment  by  the  administration  that  no  employee  would  be  discharged, 
demoted,  or  otherwise  adversely  affected  by  the  program,  should  produce 
tremendous  savings,  Financial  incentives  might  be  needed,  but  should 
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not  be  permitted  to  dominate.  Job  Interest  should  be  the  major  In- 
fluence used  to  stimulate  employe^artlclpatlon. 

Economies  In  labor,  which  undoubtedly  would  be  developed  through 
elimination  of  unnecessary  operations,  should  be  accomplished  by 
transfer  of  personnel  to  other  necessary  work,  not  through  reduction 
of  the  working  force. 

BUDGETARY  CONTROLS 

Under  present  arrangements,  in  order  to  control  expenditures  for 
equipment,  all  items  chargeable  to  the  capital  accounts  ("J"  accounts) 
must  first  be  approved  for  purchase  by  the  Budget  Director.  Present 
procedure  requires  that  the  Supervisor  of  Purchases  obtai  such  appro- 
val before  he  processes  such  requisitions  for  purchase.  Examination 
of  the  Supervisor's  files  covering  many  such  transactions  disclosed 
few  where  an  official  approval  of  the  budget  office  appears  on  the  re- 
quisitions. Those  that  did  show  any  processing  by  the  Budget  office 
merely  were  stamped  "Received"  in  the  Budget  Division.  Furthermore, 
such  important  documents  as  purchase  orders  and  contracts  carry  no 
reference  to  prior  budgetarj/  approval.  The  Comptroller,  as  auditing 
officer,  thus  lacks  ready  reference  to  data  of  vital  Importance  if 
purchases  of  equipment  are  to  be  restricted  to  items  previously  author- 
ized by  the  Budget  Director. 

The  present  loose  system  should  be  corrected.  A  simple  device 
would  be  to  use  an  "approval  number"  method  and  require  that  such 
number  appear  on  all  supporting  documents,  including  invitations  to 
bid.   (Suppliers  are  entitled  to  know  that  transactions  are  properly 
authorized.) 

Another  aspect  of  budget  control  that  merits  prompt  attention  is 
the  existence  of  Section  241,  Title  II,  Chapter  11  (General  Statutes, 
(1949).  This  section  concerns  the  cancellation  of  appropriations  with 
the  end  of  the  fiscal  year  and  leads  to  the  transfer  of  contract 
obligations  from  one  budget  year  to  another.  It  is  discussed  in  Part  I 
of  this  report  under  "General  Description  of  Present  Organization." 

BUSINESS  MACHINES 

Accounting  and  Statistics .  In  this  area,  the  waste  and  ineffective- 
ness are  appalling.  There  is  no  consisi^ent,  planned  program  guiding 
the  mechanization  of  clerical  operations.  Equipment  urgently  needed  in 
one  department  stands  Idl^  In  another. 

For  exampi©,  costly  photostating  is  being  done  by  the  Library — 
yet,  cheap,  efficient  microfilming  equipment  in  the  office  of  the 
Secretary  of  State  is  not  fully  utilized.  Addressograph  units  in  the 
State  Office  Building  are  not  working  to  capacity — but  the  Supervisor 
of  Purchases  uses  typists  for  addressing  envelopes  repeatedly  from  the 
same  lists. 

The  worst  situation  concerns  tabulating  machinery.  Present  in- 
stallations serve  only  piecemeal  needs.  Important  work,  such  as  pay- 
rolls, accounting  and  pension  records,  is  handled  in  an  expensive,  out- 
moded manner  J  whereas,  use  of  tabulating  equipment  would  save,  to 
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quote  a  high  official,  "At  least  $75,000."  The  work  on  payrolls, 
which  tabulators  are  best,  equipped  to  handle,  is  being  done  on  addresso- 
graphsj  while  work  for  which  Addressographs  are  especialli'  suited —  the 
printing  of  nsunes  and  addresses — is  being  done  slowly  and  inefficiently 
on  tabulating  machines. 

A  well-planned  and  executed  program  could  produce  immediate  and 
jiBubstantlal  savings;  what  is  more,  the  savings  would  be  cumulative 
through  the  years. 

Duplicating  Machine  Services,  There  are,  in  the  State  Office  Build- 
ing alone,  a  dozen  different  installations  of  office  duplicating  equip- 
ment. In  the  State  Library  Building,  there  are  two  more  installations, 
and  there  are  others  in  the  Capitol.  Our  field  survey  indicates  that 
there  is  a  great  deal  of  idle  time  represented  in  these  installations. 
A  more  intensive  use  of  them;  perhaps  their  consolidation,  at  least  in 
part;  and  a  careful  planni  g  of  their  utilization  should  develop  ex- 
tensive savings.  However,  a  slight  investment  would  be  necessary  if 
oiaximum  benefit  were  to  be  gained. 

For  example,  in  the  State  Library,  the  Multi-Lith  equipment  now 
reserved  for  the  preparation  of  legislative  bills  during  the  sessions 
of  the  State  Legislature,  while  modem,  is  inadequate.  As  a  result, 
Df  auxiliary  equipment  were  introduced.  A  relatively  inexpensive 
3ollating  unit  would  save  the  time  of  a  number  of  clerks  for  the  full 
period  of  the  legislative  sessions*  An  electric  stapling  machine 
^ould  further  speed  up  the  work.  So,  also,  would  a  change  from  the 
present  small  10x12  inch  units,  which  print  single,  8^-xll  inch  sheets, 
bo  at  least  one  large  unit,  which  would  print  four  at  once  on  17x22 
inch  sheets.  With  the  necessary  supporting  equipment,  this  would  per- 
nlt  the  production  of  the  same  quantity  of  work  in  one  quarter  of  the 
time,  with  no  additional  labor. 

I    Typewriter  Repair  Services.  Many  purchase  orders  are  issued  to 
vendors  for  typewriter  repair  services.  At  the  same  time,  the  Comp- 
troller operates  a  typewriter  repair  unit  in  the  basement  of  the  State 
Dffice  Building,  We  have  found  that,  from  the  standpoint  of  quality, 
dhe  work  done  by  this  unit  is  good;  but  in  quantity,  it  is  totalli?  in- 
adequate for  the  needs  of  the  various  departments.  For  example,  the 
Labor  Department  has  its  own  typewriter  repair  man,  who  travels  from 
Dne  office  of  that  department  to  another  repairing  machines,  but  has 
lo  shop  facilities. 

The  typewriter  repair  unit  should  be  modernized  and  its  work  should 
be  expanded  to  include  all  State-owned  typewriters,  for  inspection, 
ninor  repairs,  and  shop  overhauling.  The  issuing  of  purchase  orders 
to  vendors  for  this  work  should  be  eliminated.  That  a  typewriter  re- 
pair service  unit  can  be  operated  to  advantage  is  well  shown  by  the 
fact  that  the  City  of  Hew  York  annually  saves  more  than  $200,000 
through  the  operation  of  a  modem  typewriter  repair  shop, 

ENSTITUTIOML  PROBISMS 


Livestock  and  Potatry  Feeding.  At  present^  State  institutions  in- 

jist  upon  private  brand  preparations  in  animal  feed.  In  contrast  to 
;his,  the  University  of  Connecticut  continues  to  experiment  in  the  de- 
elopment  of  better  feed  formulae.  Many  states  mix  their  own  feeds  and 
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do  not  rely  upon  proprietary  brands;  others  utilize  federal  specif Ica- 
tionso  The  Supervisor  of  Purchases  made  a  survey  about  a  year  ago  and 
learned  that,  with  a  small  capital  investment  of  not  more  than  $10,000 
for  equipment,  supplemented  by  whatever  might  be  needed  for  the  acquisi- 
tion of  a  building  shell  in  which  to  house  the  equipment,  the  State 
would  save  a  net  sum  of  at  least  $40,000  annually,  in  the  purchase  of 
feed. 

Such  a  plant  is  entirely  feasible.   It  could  be  located  in  Mans- 
field on  a  railroad  siding.   If  it  were  placed  in  this  central  location, 
under  the  Supervision,  of  the  University,  the  institutions  and  agencies 
would  know  that  the  scientific  interest  of  the  University's  experimental 
staff  was  directed  toward  the  proper  care  of  the  State-owned  animals 
and  poultry. 

Prison  Industries.  Since  the  prison  industries  are  the  source  of 
much  of  the  State's  printing,  canned  goods,  farm  products,  metal  signs 
and  some  other  items,  we  were  surprised  to  find  no  central  organiza- 
tion guiding  these  Industries  or  exercising  supervision  over  their  ac- 
tivities or  inventories.   The  determination  of  quality  standards  for 
the  products,  the  methods  of  ordering  from  the  prison  industries,  the 
determination  of  prices  to  be  charged  for  the  articles,  and  many  other 
inter-relationships  between  the  prison  industries  and  the  using  agencies 
are  all  a  "no-man's  land."  More  careful  planning  and  more  Intelligent 
use  of  the  facilities  available  in  the  prisons  would  result  in  sub- 
stantial savings  to  the  i^tate.  More  direct  supervisory  attention  to 
maintenance,  plant  layout,  replacement  of  equipment,  etc.,  is  necessary. 

The  present  practice  of  requiring  the  prison  industries  to  bid 
for  work  in  competition  with  commercial  firms  is  a  waste  of  time  for 
all  concerned,  as  well  as  a  breach  of  faith  with  the  other  bidders. 
Since  prison  labor  costs  only  a  few  cents  per  hour,  the  prison  bid  is 
bound  CO  be  the  lowest,  no  matter  how  inefficient  its  labor  may  be. 
The  onl^  manner  of  bidding  which  might  cause  the  prison  bid  not  be  the 
low  one  would  be  padding  it  to  insure  a  "profit"  as  is  sometimes  done 
with  the  intention  of  using  the  so-called  "profit"  for  betterment  of 
the  prison  machines .   Much  red  tape  and  obscuring  of  intent  would  be 
eliminated  by  placing  orders  directly  with  the  prison  industries  with- 
out coiijnercial  competition,  as  is  now  done  with  orders  for  canned 
products. 

PEaSONl^EL 

Roster  of  Employees.   In  C)ur  opinion  the  morale  among  employees  gen- 
erally would  be  improved  by  tUSi  annual  or  biennial  publication  of  a 
roster  of  all  State  employeesj,.  which  would  report  name,  address,  title, 
salary,  department  and  date  of  entrance  to  the  service. 

The  first  volume  would  undoubtedly  cause  a  furore,  because  of  the 
lack  of  uniformity  it  would  reveal,  but  any  future  job  evaluation  pro- 
gram would  be  greatly  simplified  by  such  a  roster  and  the  accompanying 
employee  interest. 
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Property  Management 

Equipment  and  Real  Property  Control.   The  present  practice  of  taking 
a  annual  physical  inventory  does  not  result  in  any  better  control  over 
the  equipment  and  real  property  of  the  State  than  could  be  secured  by  a 
perpetual  inventory  on  punch  cards.  This  perpetual  record  could  be  main- 
tained by  correcting  it  as  purchases  of  new  equipment  or  real  property 
are  made  and  as  changes  or  disposal  were  effected.  A  carefully  planned 
schedule  for  a  continuous  check  would  verify  each  item  once  every  three 
years.  Such  a  schedule,  plus  occasional  random  spot-checking  by  an 
auditor,  should  eliqinate  the  need  for  the  present  sumbersome  and  costly 
method.  A  great  deal  of  clericaL^and  administrative  time  would  be  saved, 

MOTOR  VEHICLES 

Car  Pool.  We  believe  the  Pool  is  merely  a  palliative  applied  to  a 
basically  bad  situation.  Most  of  the  agencies  have  their  own  cars  and 
use  the  Pool  merely  to  supplement  their  own  services. 

The  practice  of  charging  the  agencies  four  cents  a  mile  is  unjusti- 
able  from  any  point  of  view.   If  the  Pool  is  to  be  operated  on  a  direct 
charge  basis,  rather  than  through  a  budgetary  appropriation,  then  the 
agencies  should  be  charged  the  full  cost  of  operating «   It  would  be 
better,  however,  to  regard  the  Fool  as  a  budgeted  unit,  not  attempting 
to  charge  other  departments  for  its  service.  Much  shadow  boxing  and 
paper  work  could  be  'eliminated,  with  profit  to  the  State.  Inefficiency 
can  be  too  easily  concealed  when  service  charges  are  made. 

Maintenance  and  Operation.  The  operation  of  the  Car  Fool  by  the 
office  of  the  Supervisor  of  purchases  is  just  a  minor  phase  of  the  en- 
tire question  of  motor  vehicle  operation  and  maintenance.   In  our 
opinion,  the  present  methods  used  In  assigning  to  State  employees,  for 
their  exclusive  use,  cars  other  than  those  in  the  Pool  is  expensive  and 
inefficient.  Likewise,  the  lack  of  provision  in  most  departments  for 
the  proper  maintenance  of  equipment  is  also  extravagant  and  wasteful. 
7-t   is  a  gold  mine  for  local  garages. 

The  subject  of  motor  vehicle  maintenance,  operation  and  assign- 
ment should  be  made  the  responsibility  of  some  one  agency  of  -che  State 
Government;  which  should  set  up  standards  for  service,  repairs,  pre- 
veiitive  maintenance>  assignments,  etc.  Some  of  the  larger  departments 
now  do  this  for  their  own  operations. 

If  a  Department  of  Public  Works  is  created,  that  would  probably 
ne  the  lojgical  agency  to  handle  the  vehicle  problem.   It  would  probably 
be  necessary  to  make  exceptions  in  the  case  of  cars  in  the  outlying 
districts^  police  cars,  and  other  specialized  equlpmen .. 
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PART  IV 

DRAFT  OF  PROPOSED  LEGISLATION  CREATING  A  DEPARTiVlENT  OF  PURCHASE 

Sec.  1.  Organization  of  department.  There  is  hereby  established  a 
department  of  purchase,  the  head  of  which  shall  be  the  commissioner  of 
purchase,  who  shall  be  appointed  by  the  governor, 

(1)  The  commissioner  shall  receive  such  salary  as  shall  be  fixed 
by  the  General  Assembly  and  shall  furnish  such  bond  as  shall  be  pre- 
scribed by  the  comptroller.  The  Commissioner  shall  hold  office  until 
his  successor  has  been  appointed,  or  until  his  resignation,  or  his  re- 
moval by  the  governor.  Prior  to  his  appointment  the  commissioner 
shall  have  had  at  least  two  years  experience  in  a  position  of  executive 
responsibility  in  the  purchasing  office  of  a  private  or  public  organiza- 
tion of  comparable  size. 


(2)  Ti 

(3)  Th 


The  commissioner  shall  appoint  one  deputy. 

ahe   commissioner  shall  appoint  a  director  of  purchase  and  a 
director  of  stores  who  shall  have  had  at  least  five  years  responsible 
purchasing  or  storeskeeplng  experience,  respectively,  with  private  or 
public  organizations  which  operate  upon  justified  requisitions  based 
upon  stores  control  with  perpetual  inventories  of  stocks, 

(4)  The  commissioner  shall  appoint  subject  to  civil  service  re- 
gulations a  supervisor  of  purchases. 

(5)  The  commissioner  shall  have  power  to  appoint  and  to  remove 
his  assistants,  subject  to  civil  service  regulations,  to  fix  their 
salaries  within  applicable  appropriations  and  regulations,  and  to 
prescribe  their  duties. 

Sec.  2  Powei's  and  duties.  The  commissioner  shall  have  sole  au- 
thority, and  it  shall  be  his  duty,  subject  to  the  provisions  of  this 
act,  to: 

(1)  purchase,  store  and  distribute  any  or  all  supplies,  materials 
and  equipment  required  by  any  department  or  agency  of  the  state  govern- 
ment. All  purchases  other  than  for  stock  for  estimated  needs  made  un- 
der sub-division  (3)  of  this  section  and  all  issues  from  such  stock 
shall  be  on  justified  requisitions. 

(2)  contract  for  contractual  services  required  by  any  department 
or  agency,  subject  to  the  provisions  of  section  4  below. 

(3)  establish  and  maintain  one  or  more  storehouses,  develop  and 
operate  therein  a  uniform  modern  system  of  stores  control  based  on 
perpetual  inventory,  and  shall  maintain  on  hand  sufficient  stock  of 
staple  commodities  to  supply  the  estimated  current  need  of  the  depart- 
ments and  agencies o 

(4)  inspect,  accept  or  reject  all  deliveries  of  supplies,  materials 
and  equipment  tendered  pursuant  to  purchases  made  under  this  act. 

(5)  establish  and  operate  a  central  duplicating  and  mailing  room 
for  the  state  departments  and  agencies  located  in  the  capital. 

(o)  dispose  of  all  surplus,  obsolete,  unused  or  waste  supplies, 
materials  and  equipment. 

Sec.  3  Disposition  of  surplus,  obsolete,  unused  or  waste  supplier 
materials  and  equipment.  All  surplus,  obsolete,  unused  or  waste  sup- 
plies, materials  and  equipment  not  required  in  storehouses  or  by  any 
department  or  agency,  shall  be  surrendered  to  the  commissioner  and  dis- 
posed of  Dj   him  by  transfer,  sale  or  otherwise. 
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(1)  If  the  estimated  sales  value  of  sudh  property  Is  $2500  or  less^ 
requests  for  offers  shall.  If  possible,  be  made  to  at  least  three  per- 
sons, firms,  or  corporations  separately  engaged  In  the  regular  business 
of  selling  and  buying  materials  of  the  class  offered,  and  all  bids  from 
other  bidders  shall  be  duly  considered  In  making  an  award.  Award,  If 
any,  shall  be  made  to  the  highest  responsible  bidder.  However,  no  such 
award  shall  be  valid  without  the  prior  approval  of  the  comptroller. 

The  prior  approval  of  the  comptroller  shall  not  be  required  on  any 
scale  of  such  property  when  such  sale  is  made  to  the  highest  responsible 
bidder  either  at  public  auction  or  after  receipt  of  sealed  bids,  and 
after  advertisement  as  required  by  section  6  of  this  act. 

The  classification  of  materials  of  the  "same  class"  shall  be  as  de- 
termined by  the  commissioner.  He  shall  file  such  classification  in  the 
offices  of  the  department  of  purchase  and  of  the  comptroller  where  it 
shall  be  available  for  public  inspection. 

(2)  Supplies,  materials  and  equipment  involving  transactions  of 
$2500  or  less  may  be  exchanged  for  other  personal  property  of  an  equi- 
valent value  or  may  be  delivered  in  part  payment  for  other  personal 
property  at  a  value  fixed  and  determined  by  the  commissioner  with  the 
approval  of  the  comptroller,  except  that  where  two  or  more  competitive 
bids  are  received  on  transactions,  the  approval  of  the  comptroller 
shall  not  be  necessary. 

However,  if  the  current  market  value  of  the  Item  to  be  purchased 
and  the  current  market  value  of  the  personal  property  to  be  transferred 
in  exchange  shall  together  represent  a  cost  in  excess  of  $2500,  the 
transaction  shall, then  be  based  on  sealed  bids  received  after  advertise- 
ment as  required  by  section  6  of  this  act. 

(3)  All  personal  property  which  the  commissioner  considers  of  no 
value  or  use  to  the  state  may  be  destroyed  or  otherwise  disposed  of  in 
the  most  advantageous  manner  under  the  direction  of  the  commissioner  who 
shall  file  a  certificate  of  such  disposition  with  the  comptroller.  This 
provision  shall  not  apply  to  public  records  until  their  destruction  or 
disposition  has  been  duly  authorized  as  provided  by  statute. 

Sec.  ■4  Scope  of  Purchasing  Power.  The  term  "supplies,  materials  and 
equipment"  as  used  throughout  this  act"  shall  be  construed  to  mean  a  y 
and  all  articles  or  things  which  shall  be  required  by  or  furnished  to, 
or  used  by,  any  department  or  agency  of  the  state  government,  including 
any  and  all  printing^,  binding  and  publications  of  laws,  stationery,  forms, 
journals  and  reports.   The  term  "contractual  services"  shall  be  con- 
strued to  mean  any  and  all  telephone,  gas,  water,  electric  light  and 
power  service,  laundering  and  cleaning  service,  exterminating  service. 
Insurance,  and  the  rental,  repair  or  maintenance  of  equipment,  machinery 
or  other  state-owned  personal  property. 

Sec.  5.  Rules  and  Regulations .  The  commissioner,  with  the  approval 
of  the  board  of  standardization  hereinafter  created  and  the  governor, 
shall  adopt,  promulgate  and  from  time  to  time  amend  nales  and  regulations 
for  the  following  purposes: 

(1)  authorizing,  in  writing,  any  department  or  agency  of  the  state 
■'ioVfernment  to  purchase  directly,  without  the  intervention  of  the  de- 
p&rtiiife.ht  of  purchase,  certain  specified  supplies,  materials,  equipment 
6^   contractual  services,  and  describing  the  manner  in  which  such 

I'^Xi^chases  shall  be  made, 

(2)  authorizing.  In  writing,  any  department  or  agency  of  the  state 
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govemraent  to  purchase  any  supplies,  materials,  equipment  or  contractual 
services  In  the  open  market  for  Immediate  delivery  In  actual  emergen- 
cies, defining  such  emergencies,  and  describing  the  manner  in  which  such 
purchases  shall  be  made  and  afte3?ward  reported  to  the  commissioner. 

(3)  prescribing  the  manner  in  which  supplies,  materials  and  equip- 
ment shall  be  purchased,  delivered,  stored  and  distributed. 

(4)  prescribing  the  dates  for  submitting  requisitions  and  estimates 
of  requirements,  the  future  periods  which  they  are  to  cover,  the  form 

in  which  they  shall  be  submitted,  the  manner  of  their  authentication 
and  their  revision  by  the  commissioner. 

(5)  prescribing  the  manner  of  inspecting  all  deliveries  of  supplies, 
materials  and  equipment,  and  of  making  chemical,  physical  and  other 
tests  of  samples  submitted  with  bid  and  samples  of  dell>^erles  to  de- 
termine compliance  with  the  terms  of  the  order  or  contract. 

(6)  requiring  periodic  reports  by  state  departments  and  agencies 
of  stock  and  surplus,  obsolete  or  unusable  supplies,  materials  and 
equipment  on  hand  and  prescribing  the  form  of  such  reports. 

(7)  providing  for  the  transfer  to  or  between  state  departments  and 
agencies  of  supplies,  materials  and  equipment  which  are  surplus  in  one 
department  or  agency  but  which  may  be  needed  by  another  or  others,  and 
for  the  disposal  of  supplies,  materials  and  equipment  which  are 

obsolete  and  unusable. 

(8)  determining  whether  or  not  a  deposit  or  bond  is  to  be  submitted 
with  a  bid  on  a  purchase  cntract  or  sale  or  a  bond  is  to  be  furnished 
for  the  faithful  performance  thereof  and,  if  required,  pBscrlblng  the 
amount  and  form  thereof  and  providing  that  such  surety  shall  be  for- 
feited if  the  successful  bidder  defaults. 

(9)  prescribing  the  procedure  and  the  forms  for  securing  from 
bidders  and  prospective  bidders,  the  data  necessary  to  determine  whether 
or  not  they  are  responsible. 

(10)  providing  for  such  other  matters  as  may  be  necessary  to  give 
effect  to  the  foregoing  rules  and  the  provisions  of  this  act. 

Rules  and  regulations  and  amendments  thereto  shall  be  filed  by  the 
commissioner  in  the  offices  of  the  department  of  purchase  and  the 
comptroller  and  shall  be  available  for  public  inspection. 

See.  6,  Purchasing  and  contracting  procedure.  All  purchases  of  and 
contracts  for  supplies,  materials  and  equipment,  contractual  services 
and  all  sales  of  personal  property  shall  be  based,  wherever  possible, 
on  competitive  bids, 

(1)  If  the  amount  of  the  expenditure  or  sale  is  estimated  to  ex- 
ceed $2500,  sealed  bids  shall  be  solicited  by  public  notice  and  adver- 
tised in  each  county  of  the  state  In  at  least  one  newspaper  published 
or  circulated  therein,  at  least  five  calendar  days  before  the  final 
date  of  submitting  bids.  Such  notice  shall  Include  a  general  descrip- 
tion of  the  commodities  or  the  contractual  services  to  be  purchased  ' 
or  personal  property  to  be  sold  and  shall  state  the  amount  of  the  sure- 
ty, if  any  J,  where  bids,  forms  and  specifications  may  be  obtained  and 
the  time  and  place  for  the  opening  of  the  bids.  The  commissioner  shall 
also  solicit  sealed  bids  by  sending  requests  to  prospective  suppliers 
and  posting  notice  on  a  public  bulletin  board  in  the  department  of 
purchase . 

^  All  purchases  shall  be  based  upon  specifications  which  are  definite 
and  certain,  which  permit  of  competition  and  which  shall  not  be  at 
variance  with  standard  specifications  approved  by  the  board  of  standardl- 
zationj  provided,  however,  that  the  board  of  standardization  may  exempt 
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any  agency  from  the  necessity  of  conforming  to  such  standard 
specifications  In  any  particular  case, 

(2)  All  purchases  or  sales  of  less  than  $2500  In  amount  shall  be 
made  In  the  open  market  without  newspaper  notice  but  wherever  possible 
shall  be  based  on  at  least  three  competitive  bids. 

(3)  All  open  market  purchase  orders  or  contracts  made  by  the  com- 
missioner or  by  any  state  department  or  agency,  shall  be  awarded  to  the 
lowest  responsible  bidder,  taking  into  consideration  the  qualities  of 
the  articles  to  be  supplied,  their  conformity  with  requirements  of  the 
bid  and  their  sultabll%  to  the  requirements  of  the  state  government. 
The  commissioner  may  waive  informalities  of  bids.  All  bids  may  be  re- 
jected by  the  commissioner  juid  new  bids  solicited  if,  in  his  judgment, 
the  public  Interest  will  be  served  thereby o  If  all  bids  received  are 
for  the  same  unit  price  or  total  amount,  the  commissioner  shall  have 
authority  (a)  to  award  the  contract  to  one  of  the  tie  bidders  by  draw- 
ing lots  in  public,  or  (b)  to  reject  all  bids  and  to  purchase  the  re- 
quired supplies,  materials,  equipment  or  contractual  services  in  the 
open  market,  provided  the  price  paid  in  the  open  market  shall  not  ex- 
ceed the  lowest  contract  bid  price. 

(4)  It  shall  be  the  duty  of  the  commissioner  to  discourage  iden- 
tical bidding  and  to  endeavor  to  obtain  as  full  and  open  competition  as 
possible  on  all  purchases  and  sales.  The  amount  of  each  bid,  with  the 
name  of  the  bidder,  shall  be  eitered  on  a  record,  and  such  record  with 
the  successful  bid  Indicated  thereon  shall,  after  the  award  or  contract 
be  open  to  public  inspection. 

(5)  All  contracts  shall  be  approved  as  to  form  by  the  attorney 
general  and  a  copy  of  each  contract  shall  be  filed  with  the  comptroller, 

(6)  Instead  of  executing  formal  contracts,  the  commissioner  may 
provide  In  the  bid  that  the  mailing  to  the  bidder  by  the  department  of 
purchase  of  the  contract  order  or  of  a  notice  of  award  for  any  of  the 
items  for  which  a  bid  is  submitted  shall  constitute  a  contract  for  the 
items  specified  in  the  order  or  notice  of  award,  subject  to  the  provi- 
sions of  the  standard  tovm   of  contract  approved  by  the  attorney  general, 
as  if  such  contract  had  been  duly  signed  by  the  commissioner  and  the 
bidder. 

Sec.  7«  Encumbranee_of_funds_^  Except  in  emergency,  no  purchase 
shall  be  made  until'  the  comptroller  shall  have  certified  that  the  un- 
encumbered balance  in  the  appropriation  or  appropriations  concerned, 
in  excess  of  all  unpaid  obligations.  Is  sufficient  to  defray  the  amount 
of  such  order  or  contract. 

Sec.  8,  Emergency  purchases.  The  commissioner  may  authorize,  in 
writing,  any  department  or  agency  of  the  state  government  to  purchase 
in  the  open  market,  without  filing  a  requisition  or  estimate,  specific 
supplies,  materials. or  equipment  for  immediate  delivery  to  meet  ac- 
tual emergencies  arising  from  unforseen  causes,  including  delays  by 
contractors,  delays  in  transportation  and  unanticipated  volume  of  work. 
A  full  written  account  of  the  circumstan^ces  necessitating  any  such 
emergency  purchase  together  with  a  requisition  and  a  record  of  the  com- 
petitive bids  upon  which  the  emergency  purchase  was  based  shall  be  sub- 
mitted without  d«lay  to  the  commissioner  by  the  head  of  the  using 
agency  concerned.  The  record  of  such  transaction  shall  be  open  to 
public  inspection. 
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Sec.  9.  Unlawful  purchases.  Whenever  any  department  or  agency  of 
the  state  government  shalT  purchase  or  contract  for  any  supplies,  mater- 
ials, equipment  or  contractual  services  contrary  to  the  provisions  of 
this  act,  or  the  rules  and  regulations  made  thereunder,  such  order  or 
contract  shall  be  void  and  of  no  effect.  The  head  of  such  department 
or  agency  shall  be  personally  liable  for  the  cost  of  such  order  or 
contract,  and,  if  already  paid  for  out  of  state  funds,  the  amount 
thereof  may  be  recovered  in  the  name  of  the  state  in  appropriate  action 
institutitd  therefor. 

Sec.  10.  Board  of  Standardization.  There  is  hereby  established  a 
board  of  standardization  which  shall  consist  of  seven  members.  The 
members*  of  the  board  of  standardization  shall  be  the  commissioners 
of  purchase,  highways,  education,  corrections,  and  hospitals,  the 
director  of  the  budget  and  the  comptroller,  or  their  authorized  repre- 
sentatives. The  commissioner  of  purchase  shall  be  the  chairman  of  the 
board.  The  chief  engineer  of  the  department  of  purchase  shall  serve 
as  secretary  to  the  board.  All  members  and  the  secretary  shall  serve 
without  additional  compensation, 

I.  It  shall  be  the  duty  of  the  board  of  standardization  to: 

(1)  classify  the  requirements  of  the  state  government  for  supplies, 
materials,  equipment  and  contractual  services, 

(2)  adopt  as  standard,  the  minimum  number  of  quantities,  sizes  and 
varieties  of  such  supplies,  materials  and  equipment  consistent  with  the 
efficient  operation  of  the  state  goverrmient. 

(3)  prepare,  adopt,  promulgate  and  enforce  written  specifications 
prescribing  such  standards,  and  , 

(4)  perform  such  other  duties  as  may  be  necessary  to  effectuate 
the  purposes  of  this  act.  ,^ 

In  the  preparation  and  revision  of  standard  specifications,  the 
board  shall  seek  the  advice,  assistance  and  cooperation  of  the  state 
departments  and  agencies  concerned  and  ascertain  their  requirements. 
The  board  shall  have  power  to  make  use  of  the  laboratory  of  any  or  all 
departments  or  agencies  and  engineering  facilities  of  the  state  govem-- 
ment  and  the  technical  staffs  thereof  in  connection  with  the  function 
of  preparing  and  adopting  standard  or  tentative  specifications.  Each 
specification  adopted  for  any  commodity  shall.  In  the  opinion  of  the 
state  departments  and  agencies  which  use  them.  All  specifications  must 
be  definite  and  permit  of  competition.  After  its  adoption  each  stan- 
dard specification  shall,  until  revised  or  rescinded,  apply  alike  in 
terms  and  effect  to  every  future  purchase  and  contract  for  the  commo- 
dities described  in  such  specifications. 

II,  The  board  may  promulgate  "acceptable  brands  lists"  after  news- 
paper publication  of  its  intent  so  to  do. 

Sec.  11.  Patented  articles.  Except  for  repairs,  no  patented 
articles  shall  be  advertised  for,  contracted  for  or  purchased,  except 
under  such  circumstances  that  there  can  be  a  fair  and  reasonable 
opportunity  for  competition,  the  conditions  to  secure  which  shall  be 

♦Titles  subject  to  change,  depending  upon  whether  or  not  other  depart- 
ments are  created.  Final  composition  of  board  should  encompass 
points  of  view  as  suggested. 
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prescribed  by  the  board  of  standardization,  unless  the  board  of 
standardization  shall  find  that  it  is  to  the  best  Interest  of  the 
state  In  a  particular  case  to  purchase  and  shall  authorize  the 
purchase  of  a  patented  article  as  to  which  competition  cannot 
be  secured. 

Sec.  12  Annual  report.  The  commissioner  shall  submit  to  and 
at  the  time  prescribed  by  the  governor  an  annual  report  on  the 
work  of  his  office  and  may,  from  time  to  time,  suggest  changes  In 
this  act  which  he  deems  necessary. 

Sec«  13.  Continuity  of  powers  and  duties.  The  department 
shall  have  power  and  duty  to  continue  any  business  commenced  by 
the  supervisor  of  purchases  prior  to  the  effective  date  of  this 

act. 

Sec.  l4  Transfer  of  officers  and  employees.  All  employees 
and  officers  in  the  classified  civil  service  who,  on  the  effective 
]  date  of  this  act,  are  employed  in  the  purchasing  division  of  the 
;  department  of  finance  and  control  shall  be  transferred  to  the 
(  department  of  purchase  without  civil  service  examination  and  wlth- 
i  out  affecting  existing  compensation  or  pension  or  retirement  rights, 
I;  privileges  or  obligations  of  such  officers  and  employees. 
1  ... 

Sec.  15.  Conflicting  acts  repealed.  All  acts  and  parts  of 
acts  and  all  administrative  rules  and  regulations  inconsistent  with 
the  provisions  of  this  act  are  hereby  repealed. 

Sec.  16.  Effective  date.  This  act  shall  be  In  effect  on  and 
after  date. 


